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Dear Candidate

Thank you for being interested in applying to work with Alternative Learning Trust!

We are a family of schools that work with children and families who most need us, good education and support to grow in to strong members of our communities. We do this by building strong relationships (love).

We are a Trust that stands up for children, families and our staff (social justice).

We want all the ‘people’ in our family to grow and thrive; staff, children and families (flourish).

We support our staff teams so they can support our children and families.

When you come to work with us, we hope to change young lives and outcomes through our amazing staff teams.

Emma Bradshaw 
Executive Principal/CEO 
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WELCOME




The Alternative Learning Trust originated from thriving, community-focused Alternative Provisions. It was established to provide a home for schools and provisions that lacked a community to belong to.

Our mission is to take our place in a sector that requires advocacy and accountability, and to strengthen Alternative Provision, Special Schools, and Pupil Referral Units.

We collaborate with mainstream schools, the voluntary sector, children’s services, and other national partners to improve outcomes for children who are excluded. We seek to ensure they are not excluded in the broadest sense — including those with SEND or those whose behaviour communicates underlying challenges — and to support their families.

We are relational – love

We are a voice - social justice

We are community
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OUR VISION AND VALUES
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Please visit the websites below for more information on the Alternative Learning Trust and each of our schools including vacancies, news and events.


Alternative Learning Trust: www.alternativelearningtrust.org.uk 

The Limes College: www.thelimescollege.org 

Saffron Valley Collegiate: www.saffronvalleycollegiate.co.uk 

Estuary Academy North: www.estuaryacademy.co.uk 

Will Adams Academy: www.willadamsacademy.org.uk 

Estuary Academy Island: www.estuaryacademy.co.uk

Nore Academy: www.noreacademy.co.uk 

OUR SCHOOLS



Our employees are pivotal in making a real contribution to the lives of young people in each of our schools within the Trust. We place huge value on feedback from our employees.  Our termly wellbeing questionnaire helps us know when we get things right, but also helps us address concerns.

· Employee Assistance Programme

The Trust is committed to the wellbeing of our staff. Partnering with Health Assured, we offer a supportive and completely free service to all our employees:
· 24/7 access to advice on emotional, financial, legal and other lifestyle matters.
· Counselling (face-to-face and over the phone).
· Counselling for an employee’s partner or spouse and their dependants (between the ages of 16-24, residing at the same address and in full-time education).
· Management support line and counselling.
· CCBT for Menopause using an online self-serve mental health and wellbeing platform.
· Life and leadership coaching.
· Online health and wellbeing portal which provides access to extensive well-being resources including four-week programmes, videos and webinars.
· An app with access to a wide range of resources including mood trackers, mini-health checks and live chat facility.

· Continuing Professional Development for all staff within the Trust

· Competitive Pay

· Term Time Hours and Flexible Working

· Opportunity to Work with a Dedicated Passionate Team of Professionals

· Teachers’ Pension Scheme (TPS) or Local Government Pension Scheme (LGPS)

· Eye Care Reimbursement

· Occupational Health Services

· Travel Expenses

· Five Year Service Award for Support Staff 

· Wellbeing Week: additional week paid leave for wellbeing purposes in October

· Golden Ticket: 1 hour 45 minutes paid leave each term for wellbeing purposes

· Access to an Onsite Gym

· Eligibility to discount schemes such as Blue Light scheme


BENEFITS OF WORKING WITH US



Completing the Application Form

To apply for this vacancy, please complete all sections of the application form via My New Term. 

Supporting Statement: Please pay particular attention to the ‘supporting statement’ section of the application. This section should demonstrate how you meet the requirements set out in the person specification, please include any examples or experience you have in relation to each point.

CVs: Alternative Learning Trust will not accept applications solely made with a CV, cover letters and CVs may be used to support your fully competed application form which includes a supporting statement.

Contact Details: Please ensure you enter the correct email and telephone number on your application as these are the details we will use to contact you about your application.

Gaps in Employment: Any gaps in employment must be listed in your application along with the reason.

References: Two professional references must be listed in your application. One of these must be your current or most recent employer, unless you have not been in employment before.  Please ensure the referees listed are either a Headteacher/Principal or a senior person within the organisation with appropriate authority. If you are not currently working with children please provide a referee from your most recent employment with children if relevant. Neither referee should be a relative or someone known to you solely as a friend.  

Online Searches: We may carry out online searches based on information you provide in your application form.

Overseas Applicants: We will consider applications from overseas applicants and will not reject a candidate because of their need to obtain the appropriate work permit/visa. Candidates must refer to right to work in the UK guidance which can be found on GOV.uk.

Closing Date: Applications received after the advert closing date will not be considered.  To help manage applications efficiently, we may close this vacancy early if we receive a strong response therefore, we encourage you to apply as soon as possible. We may also interview shortlisted candidates before the official closing date.

Shortlisting Process

Once shortlisting has been completed, candidates will receive an email notifying them if their application has been successful or unsuccessful.

Shortlisted applicants will be invited to attend an interview via email which will contain the date, time, location and format of the interview, you will need to confirm your acceptance by replying to this email.

Shortlisted candidates will also receive a declaration of offences form that must be completed and returned before their interview. References may be requested after shortlisting, please indicate on your application form if you are happy for your referees to be contacted. 

Interview Process

On the day of your interview you will need to bring a form of photo ID and any copies of relevant qualifications with you. 



If you need additional assistance prior to attending the interview (special parking, ground floor venue, sign language interpreter, large print, wheelchair access, etc.) you will be able to request this when confirming your acceptance of the interview offer.

All candidates will receive feedback after their interview and the successful candidate will receive a verbal offer of employment, usually within one or two days following the interview.

Conditional Offer of Employment

Following the acceptance of your verbal offer of employment, you will receive an offer letter detailing the terms and conditions of the post. All new employees will undergo a number of recruitment checks in line with safer recruitment practices and Keeping Children Safe in Education guidance. 

The offer of employment is conditional and subject to the receipt of satisfactory checks e.g. DBS check, right to work in the UK and references etc. The HR team will contact you to arrange to complete these checks face to face.

Appointment

You will receive further instructions about your start time and what to expect on your first day. On your first day you will be welcomed by a member of your team and will complete an induction with your line manager.

If you have not received your contract of employment before your start date, it will be ready for you on your first day.

Further Information

If you would like further information regarding the recruitment process or have any other questions, please contact us on 020 8652 1170 or via email at: HR@alternativelearningtrust.org.

Safeguarding Information

This post is exempt from the Rehabilitation of Offenders Act 1974. It is an offence for an individual with certain criminal convictions to attempt to engage in regulated activity (working with children).  All shortlisted candidates will be asked to complete a Declaration of Offences form to confirm their criminal record or other information that may make them unsuitable to work with children. The Trust is also required to carry out a DBS check in order to determine your suitability for the role. 

Having a criminal record will not necessarily bar you from working with us. We will take into account the circumstances and background of any offences and whether they are relevant to the position in question, balancing the rights and interests of the individual, our employees, pupils, parents, suppliers and the public.
	HOW TO APPLY



Hours of Work

We are flexible in relation to working hours. However, the minimum working requirement for this role is three days per week. For a full-time position of 36 hours per week, the typical working pattern would be:

Monday to Thursday: 8:30am – 4:30pm
Friday: 8:30am – 3:00pm

These hours include a 30-minute unpaid lunch break each day.  

The post will be working term time plus five INSET training days plus an additional five days to be worked in the school holidays by negotiation with your line manager. 

Place of Work

Alternative Learning Trust offices based in Sutton. Travel will also be required to all schools within the Trust based in the Sutton, Croydon and Kent regions.

Salary 

The successful applicant will be placed on NJC Grade 4 (points 7 - 10) £30,288 - £31,611 if the post were full time. Working 36 hours per week, term time, the actual salary will be in the range £27,533 to £28,736. Salaries are paid on the 24th of each month. 

Pension Scheme

The successful candidate will be enrolled in to the Local Government Pension Scheme (LGPS).

Probation Period

New employees are required to complete a three month probationary period. 

Statutory Checks

This appointment is subject to the following checks:

· Evidence of your entitlement to work in the UK
· Receipt of two references deemed satisfactory by the employer
· Receipt of a satisfactory enhanced level Disclosure and Barring Service (DBS) check
(which will include a check of the Children’s Barred List)
· Satisfactory evidence of your medical fitness to perform the role 
· Verification of qualifications listed in the person specification 
· Verification of Qualified Teacher Status (QTS) (if applicable to the role)
· Verification that you are not subject to a Section 128 direction by the Secretary of
State (if applicable to the role)
· Overseas criminal record check (if the candidate has lived or worked overseas in the
· last 10 years)


Further questions

If you have any further questions or would like to visit, please contact us on 020 8652 1170 or via email at: HR@alternativelearningtrust.org.

Closing date

The closing date is on Wednesday 29 July 2026 at midday.
Interviews are scheduled for Wednesday 5 August 2026. 
	TERMS AND CONDITIONS







	
Job title:

	HR Assistant

	
Grade:

	NJC 4, SCP 7 – 10 (£30,288 - £31,611 FTE)

	
Contract: 

	Permanent 

	
Hours:

	Minimum 21 hours per week, term time plus five inset training days plus an additional week to be worked in the school holidays in negotiation with your line manager

	
Responsible to:

	HR Manager

	
Responsible for:

	---

	
Job purpose:

	
To provide professional, customer focused, confidential and efficient HR and administrative support to the Trust, operating within statutory regulations and policies.


	
Key internal contacts:

	
Trust Central Team
School Business Managers 
HR Administrators
Finance Administrators
Headteachers


	
Key external contacts:

	
Liberata - payroll provider
EAP provider
DBS team
Pension providers
Judicium
Every – Performance Management


	
Special consideration:

	
Hold a current Enhanced DBS check.
Hold a current driving license and use of own transport to carry out business on behalf of the Trust.










Duties and responsibilities 
This job description describes in general terms the normal duties which the post-holder will be expected to undertake.  However, the job or duties described may vary or be amended from time to time without changing the level of responsibility associated with the post
Employee relations
· Assist in dealing with employee queries regarding terms and conditions of service and pay.
· Support with the administration of employee relations casework such as consultation, disciplinary, capability or grievance cases.
· Assist the HR Team with maintaining the Single Central Record in accordance with Safer Recruitment legislation.
· Ensure regular maintenance and organisation of office filing systems, retaining documents and archiving, correspondence and other records in line with HR and GDPR procedures.
· Provide administrative support for the leaver process to line managers.
· Ensure that exit interviews are conducted across the Trust.

Recruitment
· Assist with the preparation of job descriptions, person specifications and post advertisements as required.
· Provide an efficient, professional and courteous response to candidate enquiries.
· Co-ordinate the shortlisting and interviews process, prepare interview packs and interview schedules.
· Undertake candidate and new starter pre-employment checks in line with Safer Recruitment requirements.
· Create and maintain accurate HR files in accordance with GDPR guidelines.
· Work with the HR Team to complete the administration of new staff inductions and new starter communications.
· Regularly update the HR calendar to ensure all staff receive regular reviews during their probationary period, ensuring accurate records are kept.
· Draft offer letters and contracts of employment.
· Assist with the administrative processes during the annual performance management process and new staff probation periods.

Absence management
· Accurately record absences.
· Support with organising occupational health assessments if required.
· Ensure that line managers conduct return to work interviews and any follow up actions in line with the Trust’s Managing Sickness Absence policy.

Payroll and Pensions
· Ensure that staff absence, overtime and expenses are processed accurately and in adherence with payroll deadlines.
· Draft annual salary statements.
· Liaise with colleagues as appropriate regarding any contractual changes to ensure that payroll records are consistent with budgets.
· Produce routine letters/documents relating to changes in terms and conditions, periods of maternity/paternity leave or special leave etc.

Employment policies and compliance
· To read through policies, checking they are in date, proof-reading and updating.
· Compile and manage a spreadsheet of all HR policies ensuring they are ratified by the Trust Board as necessary.
· Ensure the relevant HR policies and information are shared with all staff across the Trust.
· Ensure that staff are up to date with their statutory training requirements and record accordingly.

Other administrative responsibilities
· Provide an approachable and professional response to telephone, email and face to face queries, referring on non-routine matters as appropriate.
· Work with other members of the Trust team to provide a consistent, calm, and welcoming reception for parents, staff, and visitors.
· Provide support at Trust events, including those outside the normal school day, including arrangements for catering and hospitality.
· Take notes at Trust meetings as and when required.
· Receive and process all visitors to the Trust in a professional manner and in accordance with the Trust’s safeguarding procedures.
· Daily filing and shredding.
· Administer basic first aid if required.
· Be a fire warden.
· Maintain confidentiality inside and outside the workplace.
· Be committed to your own continued professional development and appraisal and to undertake INSET and training as identified through annual performance management.

Trust
To share in the day to day running of the Trust, including:
· Promoting the Trust’s core themes of working with vulnerable young people and helping them to flourish.
· Promoting the safeguarding and welfare of children and young people.
· Complying with the Trust’s policies and procedures (e.g. equal opportunities and health and safety.
· Ensuring high standards of behaviour and dress are maintained.

Additional Duties
You may be required to carry out additional duties, as the Executive Principal may reasonably request, which are commensurate with the post.
JOB DESCRIPTION



The person specification shows the abilities and skills you will need to carry out the duties in the job description.  Short listing is carried out on the basis of how well you meet the requirements of the person specification.  You should mention any experience you have had which shows how you could meet these requirements when you fill in your application form.  If you are selected for interview you may be asked also to undertake practical tests to cover the skills and abilities shown below:

	Qualifications and Experience
	Assessment Method

	
Essential:
· Good standard of general education with at least GCSE grade C/4 or above in English and Maths or equivalent experience.
· Previous experience within a busy, pressurised office environment.
Desirable: 
· Experience of working in or with the voluntary sector, Education or social care.
· Awareness and understanding of importance of data protection, safeguarding and safer recruitment.

	
Application form
Certificates
Interview

	Skills and Abilities
	

	
Essential:
· Ability to communicate effectively and sensitively both verbally and in writing whilst maintaining confidentiality at all times.
· Excellent time management skills and the ability to work unsupervised.
· The ability to multitask and meet deadlines.
· Ability to monitor and analyse information and present it in an appropriate format for other users.
· Ability to follow set procedures, operate systems efficiently and compose and produce routine correspondence accurately and confidentially.
· Ability to work collaboratively across teams and organisations and sustain effective working relationships with diverse colleagues, partners and clients.
· Attention to detail and the ability to check for accuracy.

	
Application form
Supporting statement
Interview 
In-tray exercise

	Knowledge
	

	
Essential:
· To have a strong working knowledge of IT e.g. Word, Outlook, Excel, PowerPoint and Zoom/Microsoft Teams.
Desirable:
· Knowledge of the factors which put children and young people at risk of crime, poor attendance at school and social exclusion and how resources may be allocated to improve provision.

	
Application form
Supporting statement
Interview 
In-tray exercise


	Special Conditions
	

	
Essential:
· Willing to undertake an Enhanced DBS check.
Desirable:
· Hold a current driving license and use of own transport to carry out business on behalf of the Trust.

	
Supporting statement


PERSON SPECIFICATION





[image: A logo with text and a blue circle

Description automatically generated with medium confidence]Registered Office:
Alternative Learning Trust
Sutton West Centre
Robin Hood Lane
Sutton
SM1 2SD

Telephone: 020 8652 1170
Email: hr@alternativelearningtrust.org

[image: A collage of people working on a project

Description automatically generated]
image3.jpg
ALTERNATIVE
EARNING





image4.jpeg




image5.jpeg
LOVE

Unconditional,
transformational
relationships in school,
home, community.

SOCIAL JUSTICE

Fairness: In a socially just
society, human rights are
respected, and diversity is
celebrated and affirmed
on the equality journey.
We are here to voice for
our children and families.

COMMUNITY

Interest: Communities
with shared passions.
Action: Communities
bringing about change.
Place: Communities
strengthened in the local
areas in which we work.
Together: We embrace
multi-agency working.

FLOURISH

High expectations,
purpose, achievement and
fulfilment. Taking our place
in our communities.
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